State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Office Technician (Typing) 3101-1139-001 50033644 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
VACANT DOE / Office of the Chief
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
04
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ Supervisory [ Lead Person Teresa Engstrom Principal Engineer, Water Resources
APPROVED BY (Personnel Analyst's Name) DATE
Andrea Riley 11/30/2011
Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

Under supervision of the Assistant Division Chief and lead guidance from the Division's Executive
Secretary who serves as technical lead for all Division clerical staff, the incumbent will serve as
secretary to the Assistant Division Chief and as support staff within the Office of the Chief,
performing a variety of high level clerical tasks. The position requires a high degree of initiative,
tact, independent good judgment, planning, originality in performing assigned tasks, and the ability
to work under pressure to meet deadlines. The incumbent must possess the ability to
communicate effectively, as contact with other department organizations, and other members of
the Division and public.

ESSENTIAL FUNCTIONS

The duties of this position are performed with minimal or no direction and no detailed supervision
is received while work is in progress. The incumbent is expected to consistently exercise high
degree of initiative, independence and originality. The position requires good clerical skill as well
as mature judgement, initiative and tact. General work assignments are made by the Assistant
Division Chief. Additional work assignments may be made by the Division Chief's Executive
Secretary based on Division Chief priorities. Employee is responsible for accuracy, completeness,
and conformance with Department policies and procedures. This position requires that the
incumbent work cooperatively with others and maintain consistent and regular attendance. The
specific essential duties are but not limited to the following:

40% Using Microsoft Word, prepares outgoing correspondence from the Assistant Division Chief and
staff from handwritten materials, verbal instructions, or drafts. Typing in this assignment is of a
highly technical and confidential nature. Utilizing Microsoft Word and Excel, perform typing,
editing, and formatting of letters, memoranda, tables, various forms, and other correspondence as
required and in accordance with the Department's Correspondence Procedures Manual. Types and
distributes corrective memoranda or other documents regarding disciplinary actions for the Office

of the Chief.
SUPERVISOR'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Teresa Engstrom >
EMPLOYEE'S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Office Technician (Typing) 3101-1139-001 50033644 1

APPOINTEE

VACANT

SAP PERSONNEL NO. DIVISION/SECTION

DOE / Office of the Chief

Percent of
Time

Activity

15%

10%

10%

10%

10%

5%

Using Microsoft Outlook, maintains Assistant Division Chief's calendar, and makes and arranges
meetings as requested. Performs telephone receptionist duties including answering incoming and
forwarding of telephone calls.

As timekeeper for Assistant Division Chief and Office of the Chief, uses SAP to input and correct
time entries for staff; advises appropriate supervisors of errors and/or corrected time sheets; and
runs missing time sheet reports (ZDUN). For the Office of the Chief, prepares monthly overtime
approval forms. Responsible for distribution and coordination of Annual Performance Appraisals
for the Office of the Chief rank and file and supervisory employees. As Office of the Chief unit
training coordinator, prepares and reviews training request documents for completeness before
and after courses have been taken; coordinates training requests with Division Training
Coordinator; and maintains training documents for the Office of the Chief staff.

Assists and provides back up support to the Executive Secretary with Office of the Division Chief
work as needed. This involves acting on her behalf, having direct daily contact with Department
executive staff, line organization managers, and staff; logging of controlled mail; compiling the
weekly reading file of Division correspondence for circulation among the Division Engineer, Branch
Chiefs; reviewing the work of other Division clerical staff; preparing material for the Division Chief's
approval; and scheduling meetings.

Provides support to Office of the Chief staff with various administrative related issues, such as
copying, preparing travel arrangements, preparing various presentations and/or presentation
packages, and maintaining supplies; creates reservations in SAP to order additional supplies or
DWR 220 to purchase supplies; and assists in preparation of necessary forms to purchase new
equipment for the Office of the Chief.

Coordinates production and distribution of the weekly activity report to Executive; collects weekly
reports from clerical staff throughout the Division and utilizing Microsoft Word, merges the
selected items in a template form and edits for consistency; and submits to Assistant Division
Chief for review.

Assists with daily filing for the Assistant Division Chief's Office. May need to travel on public roads
utilizing personal or State vehicles or public transit to make deliveries or to perform duties at a
job-site location .
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CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Office Technician (Typing) 3101-1139-001 50033644 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
VACANT DOE / Office of the Chief

Pe_rl_ci:r%rét of Activity

OTHER RESPONSIBILITES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during governor
declared emergencies, flood, dam SWP, and other incidents and emergencies. Additionally this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as CalEMA and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
Incident Command System to assist the Department in performing its emergency preparedness,
response, recover, and mitigation functions. These functions are established in the California
State Emergency Plan and the Department’s Administrative Orders.

SPECIAL REQUIREMENTS

This position requires a high degree of clerical skills and the ability to exercise good judgement
and possess the capability and willingness to make independent decisions and communicate
effectively. Must be able to work well with other people (and different personalities), deal
effectively with the public, and accept changes in priorities assigned. Incumbent must have the
ability to utilize word-processing, spreadsheet, and database software. May need to possess a
valid California driver's license. Employee may be requested to perform duties at a job-site
location.
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	PERCENT OF TIME: 





















40%




	activity: POSITION SUMMARY
Under supervision of the Assistant Division Chief and lead guidance from the Division's Executive Secretary who serves as technical lead for all Division clerical staff, the incumbent will serve as secretary to the Assistant Division Chief and as support staff within the Office of the Chief, performing a variety of high level clerical tasks.  The position requires a high degree of initiative, tact, independent good judgment, planning, originality in performing assigned tasks, and the ability to work under pressure to meet deadlines.  The incumbent must possess the ability to communicate effectively, as contact with other department organizations, and other members of the Division and public.


ESSENTIAL FUNCTIONS
The duties of this position are performed with minimal or no direction and no detailed supervision is received while work is in progress.  The incumbent is expected to consistently exercise high degree of initiative, independence and originality.  The position requires good clerical skill as well as mature judgement, initiative and tact.  General work assignments are made by the Assistant Division Chief.  Additional work assignments may be made by the Division Chief's Executive Secretary based on Division Chief priorities. Employee is responsible for accuracy, completeness, and conformance with Department policies and procedures.  This position requires that the incumbent work cooperatively with others and maintain consistent and regular attendance.  The specific essential duties are but not limited to the following:

Using Microsoft Word, prepares outgoing correspondence from the Assistant Division Chief and staff from handwritten materials, verbal instructions, or drafts.  Typing in this assignment is of a highly technical and confidential nature.  Utilizing Microsoft Word and Excel, perform typing, editing, and formatting of letters, memoranda, tables, various forms, and other correspondence as required and in accordance with the Department's Correspondence Procedures Manual.  Types and distributes corrective memoranda or other documents regarding disciplinary actions for the Office of the Chief. 
	classification: Office Technician (Typing)
	appointee: VACANT 
	dwr position number: 3101-1139-001
	sap personnel no: 
	sap position number: 50033644
	division: DOE / Office of the Chief
	mcr: 1
	percent2: 15%
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5%
	activity2: Using Microsoft Outlook, maintains Assistant Division Chief's calendar, and makes and arranges meetings as requested.  Performs telephone receptionist duties including answering incoming and forwarding of telephone calls.

As timekeeper for Assistant Division Chief and Office of the Chief, uses SAP to input and correct time entries for staff; advises appropriate supervisors of errors and/or corrected time sheets; and runs missing time sheet reports (ZDUN).  For the Office of the Chief, prepares monthly overtime approval forms.  Responsible for distribution and coordination of Annual Performance Appraisals for the Office of the Chief rank and file and supervisory employees.  As Office of the Chief unit training coordinator, prepares and reviews training request documents for completeness before and after courses have been taken; coordinates training requests with Division Training Coordinator; and maintains training documents for the Office of the Chief staff.

Assists and provides back up support to the Executive Secretary with Office of the Division Chief work as needed.  This involves acting on her behalf, having direct daily contact with Department executive staff, line organization managers, and staff; logging of controlled mail; compiling  the weekly reading file of Division correspondence for circulation among the Division Engineer, Branch Chiefs; reviewing the work of other Division clerical staff; preparing material for the Division Chief's approval; and scheduling meetings.

Provides support to Office of the Chief staff with various administrative related issues, such as copying, preparing travel arrangements, preparing various presentations and/or presentation packages, and maintaining supplies; creates reservations in SAP to order additional supplies or DWR 220 to purchase supplies; and assists in preparation of necessary forms to purchase new equipment for the Office of the Chief.  

Coordinates production and distribution of the weekly activity report to Executive; collects weekly reports from clerical staff throughout the Division and utilizing Microsoft Word, merges the selected items in a template form and edits for consistency; and submits to Assistant Division Chief for review.  

Assists with daily filing for the Assistant Division Chief's Office.  May need to travel on public roads utilizing personal or State vehicles or public transit to make deliveries or to perform duties at a job-site location .


	percent 3: 
	activity3: OTHER RESPONSIBILITES
This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during governor declared emergencies, flood, dam SWP, and other incidents and emergencies.  Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as CalEMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recover, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department’s Administrative Orders.


SPECIAL REQUIREMENTS

This position requires a high degree of clerical skills and the ability to exercise good judgement and possess the capability and willingness to make independent decisions and communicate effectively.  Must be able to work well with other people (and different personalities), deal effectively with the public, and accept changes in priorities assigned.  Incumbent must have the ability to utilize word-processing, spreadsheet, and database software.  May need to possess a valid California driver's license.  Employee may be requested to perform duties at a job-site location.  
	supervisor name: Teresa Engstrom
	employee name: 


